PART 1|1 DEPARTMENT OF HUVAN RESOURCES DEVELOPMENT 17.072
STATE OF HAWAI

M ni mum Qual i fication Specification
for the C ass:

PERSONNEL PROGRAM SUPERVI SOR

Basi ¢ Educati on/ Experi ence Requirenent:

Graduation froman accredited four (4) year college or
university with a bachelor's degree. Excess work experience as
descri bed under the Specialized Experience bel ow or any ot her
progressively responsi ble adm nistrative, professional or other
anal ytical work experience which provided know edge, skills and
abilities conparable to those acquired in four (4) years of
successful study while conpleting a college or university
curriculumleading to a baccal aureate degree nay be substituted
on a year-for-year basis. To be acceptable, the experience nust
have been of such scope, level and quality as to assure the
possessi on of conparabl e know edge, skills and abilities.

The education or experience background nust al so denonstrate
the ability to wite clear and conprehensive reports and ot her
docunents; read and interpret conplex witten material; and sol ve
conpl ex problemlogically and systematically.

Experi ence Requirenent:

Except for the substitutions provided for in this
speci fication, applicants nmust have had progressively responsible
experience of the kind and quality described bel ow.

Speci al i zed Experience: Three and one-half (3-1/2) years of
adm ni strative, professional or other analytical work experience
in one or any combi nati on of personnel managenment functions;

i.e., recruitment, placenent, exani nation, position
classification, pay or wage adn1n|strat|on enpl oyee nmanagenent
rel ations services, enpl oyee devel opnent, personnel program
devel opnent, personnel research, and |abor rel ations.

Such experience nust show ability to deal satisfactorily
with fell ow workers and operating personnel, to recognize
problens in the operation of a personnel program to suggest
practical solutions, and otherwi se to accept substantive
responsibility in the field of personnel admi nistration.
Clerical and technical experience in a personnel program
involving work which is Iimted to the application of personnel
rul es, regul ations, and procedures in support of the personnel
functions descri bed above is not qualifying.
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Staff Specialist Experience: Applicants nmust have had one

(
t

A

1) year of either staff specialist or supervisory experience of
he type and quality described bel ow

Staff Specialist Experience: Personnel managenent and/or
[abor relations specialist experience perform ng work
regul arly enconpassing difficult and conpl ex situations
and problenms with responsibility for furnishing advisory
services to managenent in the overall aspects of program
devel opment and eval uati on; or personnel managenent
speci al i st and/ or | abor relations experience perform ng
extensive and intensive work on the nost conplex and
difficult assignnents in program devel opnent and

eval uati on, devel opnent of new and revised procedures,
review of working situations to assure that departnents
are foll ow ng guidelines for sound personnel practices,
devel opnent of |egislative proposals or analysis of the
i npact of proposed |egislation, and conduct of research
ai med towards inproving the personnel adm nistration
system

Supervi sory Experience: Experience in the field of

per sonnel managenent or | abor relations which included
(1) planning and directing the work of others; (2)
assigning and review ng their work; (3) advising themon
difficult problemareas; (4) timng and scheduling their
wor k; and (5) training and devel opi ng t hem

Substituti ons All owed:

Substitution of Education for Specialized Experience:

1

Possessi on of a bachelor's degree froman accredited
coll ege or university in personnel admnistration or a
maj or i n human resource managenent which included at

| east 15 senester credit hours of coursework covering
recruitnent; selection; job evaluation; wage, salary and
benefits adm ni stration; managerial |eadership in

enpl oyee rel ations and services; organi zati onal
managenent ; |abor |aws and | abor relations may be
substituted for six (6) nonths of the specialized

experi ence.

Possession of a master's degree froman accredited

coll ege or university in personnel admnistration or
with a concentration in human resource nanagenent (HRM
with a mninmumof 15 graduate credit hours in HRM
coursework may be substituted for one (1) year of the
speci al i zed experi ence.
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3. Possession of a Ph.D. degree froman accredited coll ege
or university in personnel adm nistration or human
resource managenent may be substituted for two (2) years
of specialized experience.

Substitution of Staff Specialist/Supervisory Experience for
Speci ali zed Experience: Excess staff specialist/supervisory
experience may be substituted for specialized experience on a
year-for-year basis.

Quality of Experience:

Possessi on of the required nunber of years of experience
will not in itself be accepted as proof of qualification for a
position. The applicant's overall experience nmust have been of
such scope and |l evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.

Sel ective Certification:

Speci al i zed know edge, skills and abilities may be required
to performthe duties of some positions. |n such positions,
certification nay be restricted to eligibles who possess the
perti nent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nust show t he
connection between the kind of training and/or experience on
whi ch they wi sh to base selective certification and the duties of
the position to be filled.
Tests:

Applicants may be required to qualify on an appropriate
exam nation

Physi cal and Medi cal Requirenents:

Applicants nust be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or w thout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities will not automatically result in disqualification.
Those applicants who denonstrate that they are capabl e of
perform ng the essential functions of the position with or
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wi t hout reasonabl e accommodation will not be disqualified under
this section.

Any condition which woul d cause applicants to be a hazard to
t hensel ves or others is cause for disqualification

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the medi cal exam nation, and requires the approval of the
D rector of Human Resources Devel opnent.

Ment al / Enoti onal Requi renents:

Al'l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi ti ons

This is an anendnment to the m ni num qualification
specification for the class PERSONNEL PROGRAM SUPERVI SOR, whi ch
was approved on Septenber 4, 1990.

DATE APPROVED: 11/21/01

DAVIS K YOd
D rector of Human Resources Devel opnent



